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Chief, Manggement Btaff 29 October 195k
Chief, Records Managewent Division

Progress on Agency Records Managewent Program

1. On 22 October you requested that I subeit to you by
the end of this week a report shoving the overall progress
wade in the Agency with respect to the Records Mamagement Pro-
gran, encompassing the following elegents:

a. PForms f. Vital Materials

b. Reports §. Microfilming Stapdards

¢. Correspondence k. Records Scheduling

4. Piling Bysteuws i{. Records Center Operations

e. Piling Bguipment and
Piling Supplies

The progress wade by the opersting offices with respect to each
of the above elements is reflected if the sttached chart.

2. The progress made by Agency offices 1is summmarized as
Tollows:

2. Overmll progress in cartying out the prograwm is
considered to Ye adequate in G of the 19 orgapizational areas
shown On the chart. The Records Manggement Division has helped
8 of these offices to install the program.

b. The progrem 1s considered to be generally inade-
quate in 10 areas, 5 of which have fgll-tiwe Area Records
Offlcers. These programs are inedeqpate becsuse of such factors
as: other dutles asmigned to the Area Records Officers; reluctarce
to take advantage of the sssistance gnd sdvice offerpd by the
Records Management Division; security ressons; failure to desig-
nate an Area Records Officer; and lagk of full baeking of top
adwinistrative officials.

g 3. Overall progress in the DD/] area is considered ade-

| guate. en wade with the Special Asaistant to
25?(1 A93 the DD/I, and he has given us cowplete cooperation
and assis . r action is ngeded as indicated below:

a. Sufficient progress has not been wade in CHR
because they have not appointed & full-time Area Records Officer.
A meamber of our staff is now working in ORR, establishing a dis-
position prograu.
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b. OCD bas transferred & nugber of inactive records
to the Center and they sre mmking some nnscheduled deposits of
vital materiale. On the other hnnd . they bave not devnlo:ped a
mogran and have not taken advep g ot imr mad the
Records Mapagewent Division to
assist them in establishing thd
gram.

25X1A9%9a

¢. OCI has made no known progress in eptablishing
and carrying out & records management program except in waking
unscheduled deposits of vital msterials. I have discussed this

ial Assistent to the DD/T and Mesers.
of OCI, and offered them our sssistance.
L., Progress in the DD/A eree is generally satisfactory.
All offices have instituted the progrsm. On the other hand,
thie Office of the Comptroller, Logistice Office and Becurity

Of'fice, which have full-time Area Records Officers, bave not
mnke adequate progress.

a. The principal progress nede by the Office of the
Comptroller is the transfer of a substantial number of inective
records to the Center. The Ares Recorfs (f'ficer has not taken
adlvantage of our offer of tralning and mssistance in the
preparstion of a disposition program. Assistance has also
been offered to establich a reports wamagement prograsm and to

fevelop an adequate schedule for depoefting vital materials.

b. The Logistics Office traneferred & nusber of its
inaetive records t0 the Center and hag developed a schedule
for the depositing of vital materials., Othervise, their records
minagezent prograp 1s lscking. Approximately six monthks ago
w were requested to develop a reports management program for
them. An outline wus prepered and submitted and despite the
fauct that we have had & nuwber of contscts with thesm, no sction
htis been taken.

¢, We have been aesisting the Area Records Officer
for the Security Office in developing a records disposition
plan. BSome progress has been wade in this ares but we have
never been sble to conclude the project because the Area Records
Of'ficer has had difficulty in getting top level support. It is
ing from the Area Records Officer apd from
who has been conducting a management survey in
curity ice, that they have an mmsually large oumber
of reeerﬁs and, besed or Agency-wide emerience , 1t would
appear that a substantisl number of them could be tramsferred to
the inactive status in the Records Center, thereby meking equip-
went and space which is badly needed evmilable to thewm. As of
now, less than the equivalent of one L.drawer file cabinet of
inactive records has been trensferred to the Center.

Sanitized - Approved For Release : CIA-RDP61-00910A000100060006-8




25X1A9a

Sanitized - Awpproved For ﬁéﬁﬁf& CIA-RDP61-00910A000100060006-8

5. The administration of the Records ;
in TH/P is carried out through the Chief of RI, : 2BY1 AGH!
81008 |

Area Records Officers have been designated in t

and the principal Btaffs. Asslstance offered by the Records
Manaement Division hes nmot been acceptel . Recently, however,
we wrre advised that a records disposition schedule had been
prepured and wvas realy for our review but sc many restrictions
have been imposed that proper appraisal is Jifficult.

The volume of records transferred to the Center, the
equivalent of 37 file cabinets, is insignificent in comwparison
to the total holdings.

§. Progress in the Persoonel Office is principally in
forass we #o not have a2 full-time Ares Records
Officer. vho has been carrying out the progres
se a part of other dutles, has been doing a setisfsctory Jjob
with respect to forms wanmgement and .hes transferred the
equivalent of 51 f1le cabinets to the Center. They bave not
deve loped any overall prograw for records: disposition despite
the fact that the Records Mansgement Division has offered
assistance on severel occasions.

7. The Office of Tra 41p getting started on
its prograw. They selected  the Records 25X1A9a
Menngewent Division for their Area Rec officer. He bas
been on the job apgroximately six wonths mnd, vhile only s
small percent of the program has been acoowplished, it does
have top level backing from Colonel Baird and we consider that
satlsfactory progress 1s being pade '

8. The Office of Communications has made very 1ittle
progress on its grem. Ve have had 1i¢ited contact with the
Area Records Officer on forms and vital saterials, I dis-
cugsed the records mansgement program with 25X1A9a
and offered hin assistance. Records vork 4
s collateral duty and it is our opinioa that the Area Records
officer's position should be established on a full-tise basis.'

: 9. This report sumsarizes the overell program status
with an indicstion of the aress in which progress has not been
as satisfactory as desired. To stimlste action in the
delingquent areas, I will continue follow-up discussions re-
Aing: (a) the sesigneent of full-time Ares Records Officers;
?n‘]t" the inclusion of all sppropriate elekents in the respective
ofi"ice programs; (c) relaxing of hampering security restrictions;
andl {4) cbtaining backing for the Ares Records offticers from
thedir office heads. I will advise you when I aw unable to
accomplish satisfactory results.

10. I will be glad to discuss this report with you snytiwme.

I 2oR1ATz
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